State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst (General) 1101-5157-002 50045064 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant FloodSAFE Env Stewardship & Statewide Res Offic:

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Melanie Baillie Administrative Officer Il
APPROVED BY (Personnel Analyst's Name) DATE
SCM 02/25/11
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY
Under the supervision of the Administrative Officer, the incumbent is responsible for variety of
administrative and analytical tasks including grants, budgets, contracts, and other program control
functions for the FIoodSAFE Environmental Stewardship and Statewide Resources Office.
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, predictable attendance; maintain a high degree of organization and attention to detail.
Ability to manage multiple, time-sensitive tasks simultaneously; exercise good judgement;
communicate effectively verbally and in writing with DWR staff, including executive staff, as well as
with personnel of other public and private agencies, and the general public. The specific essential
duties are not limited to the following:

25% Administer grant and funding applications including developing and implementing systems to track
funding requests. Analyze grant applications to determine compliance with minimum
financial, legal and organizational eligibility criteria. Provide applications to the appropriate
technical review committee (TRC) members for review; compile and analyze individual TRC review
data, and using tables and charts present results to the TRC and DWR program managers to
support project selection; working with Program Manager and Legal staff, draft project funding and
grant agreements and contract amendments.

25% Develop and maintain spreadsheets and databases to track projects, grants and invoices. Analyze
invoices for Delta Levees Program, Watersheds Program and Urban Streams Program projects and
grants and initiate payments. Orally or in writing, advise grantees of procedures for submitting
reimbursement claims and resolve questions and concerns. Review each claim, in conjunction
with technical staff, to verify eligibility of charges claimed and appropriateness and accuracy of

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Melanie Baillie >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst (General) 1101-5157-002 50045064 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant FloodSAFE Env Stewardship & Statewide Res Offic:

Pe_rl_?ﬁlrg of Activity

dollar amounts. Submit claims to management for approval and prepare SAP Service Entry Sheets
to authorize payment. Employ established procedures to ensure thorough and timely analysis of
data to facilitate internal reviews, to reduce processing delays to meet internal and external
deadlines, and to meet Bond Accountability reporting requirements.

20% As part of a team, conduct budget preparation, compile and analyze information needed to respond
to requests by the Department, the Legislature and others in currently planned and projected
budgets, as well as historic expenditures for various fund sources. Analyze data and prepare
reports in the SAP environment and utilize spreadsheet and database software to prepare easily
understandable reports. Work with program staff to ensure timely responses to legislative
information requests. Assist program staff in the development of Budget Change Proposals by
analyzing needs and researching budget options.

20% Draft contracts, interagency agreements and departmental service agreement and manage
preparation of various contracts with the Department's Center Led contract analysts; maintain
system for tracking contracts during processing. Monitor executed contracts and notify supervisor
of necessary amendments with sufficient lead time to process the amendments before exceeding
contract scope, spending, or duration limits.

10% Prepare personnel documents and memoranda for training, hiring, promoting, and transferring of

employees in conformance with Civil Service regulations, equal employment, and upward mobility
policies and procedures. Access, monitor, and update confidential employee information including
personnel transactions. Analyze, recommend, and prepare documents with respect to
restructuring positions, specification revisions, reorganizations. Prepare memoranda and reports
on personnel matters such as position justifications, training and development assignments.
Travel to meetings or training may require the use of a vehicle on public roadways.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
A valid Class C California driver's license.
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	activity: POSITION SUMMARY

Under the supervision of the Administrative Officer, the incumbent is responsible for variety of administrative and analytical tasks including grants, budgets, contracts, and other program control functions for the FloodSAFE Environmental Stewardship and Statewide Resources Office. 

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular, consistent, predictable attendance; maintain a high degree of organization and attention to detail. Ability to manage multiple, time-sensitive tasks simultaneously; exercise good judgement;communicate effectively verbally and in writing with DWR staff, including executive staff, as well as with personnel of other public and private agencies, and the general public.  The specific essential duties are not limited to the following:

Administer grant and funding applications including developing and implementing systems to track funding requests.  Analyze grant applications to determine compliance with minimum
financial, legal and organizational eligibility criteria.  Provide applications to the appropriate technical review committee (TRC) members for review; compile and analyze individual TRC review data, and using tables and charts present results to the TRC and DWR program managers to support project selection; working with Program Manager and Legal staff, draft project funding and grant agreements and contract amendments.  

Develop and maintain spreadsheets and databases to track projects, grants and invoices.  Analyze invoices for Delta Levees Program, Watersheds Program and Urban Streams Program projects and grants and initiate payments.  Orally or in writing, advise grantees of procedures for submitting reimbursement claims and resolve questions and concerns.  Review each claim, in conjunction with technical staff, to verify eligibility of charges claimed and appropriateness and accuracy of 
	classification: Staff Services Analyst (General)
	appointee: Vacant
	dwr position number: 1101-5157-002
	sap personnel no: 
	sap position number: 50045064
	division: FloodSAFE Env Stewardship & Statewide Res Office
	mcr: 1
	percent 2: 
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	activity2: dollar amounts.  Submit claims to management for approval and prepare SAP Service Entry Sheets to authorize payment.  Employ established procedures to ensure thorough and timely analysis of data to facilitate internal reviews, to reduce processing delays to meet internal and external deadlines, and to meet Bond Accountability reporting requirements.  

As part of a team, conduct budget preparation, compile and analyze information needed to respond to requests by the Department, the Legislature and others in currently planned and projected budgets, as well as historic expenditures for various fund sources.  Analyze data and prepare reports in the SAP environment and utilize spreadsheet and database software to prepare easily understandable reports.  Work with program staff to ensure timely responses to legislative information requests.  Assist program staff in the development of Budget Change Proposals by analyzing needs and researching budget options. 

Draft contracts, interagency agreements and departmental service agreement and manage preparation of various contracts with the Department's Center Led contract analysts; maintain system for tracking contracts during processing.  Monitor executed contracts and notify supervisor of necessary amendments with sufficient lead time to process the amendments before exceeding contract scope, spending, or duration limits.

Prepare personnel documents and memoranda for training, hiring, promoting, and transferring of employees in conformance with Civil Service regulations, equal employment, and upward mobility policies and procedures.  Access, monitor, and update confidential employee information including personnel transactions.  Analyze, recommend, and prepare documents with respect to restructuring positions, specification revisions, reorganizations.  Prepare memoranda and reports on personnel matters such as position justifications, training and development assignments.  Travel to meetings or training may require the use of a vehicle on public roadways.  

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
A valid Class C California driver's license.
	supervisor name: Melanie Baillie
	employee name: 


